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Career Development 


Breaking Out of a Career Rut, Beth Duke and Connie 
Sitterly, Jan/26 

Employers Want Workers With Good Sense—of 
Humor, Aug/Sep/8 

Office Politics: Game or War? Yvonne Bogorya PhD, 
FRSA, Mar/10 

Personal Goal Setting, Patricia E. Mohler and Brian 
H. Kleiner PhD, May/14 

Plateauing, Judith M. Bardwick PhD, Aug/Sep/20 

Succeed on That First Job, Jun/Jul/9 

Turn Criticism Into Career Aid, Oct/7 

Who Gets Ahead? Nov/Dec/3 

Your Performance Review, Mary Lou Smith CPS, 
May/28 


Certified Professional Secretary® 


“All Systems Go”: PSI Clear Lake/NASA Area 
Chapter, Apr/13 

Capstone, May/29 

CPS Generates Electricity at Houston Lighting & 
Power Company, Angela Nichols Smith CPS, Apr/ 
9 


CPS: The Ultimate Recognition of Your Career 
Status, Jan/27; Jun/Jul/5 

Management and CPS, Susie VanHuss PhD, Aug/ 
Sep/20 

Quality Branded Products/Quality Secretaries, 
Patricia H. Jolley CPS and Margaret A. Mezick 
CPS, Oct/16 

Teaching the CPS Review Class: A Rewarding 
Challenge, Judy High Diffley PhD, Oct/24 

What in the Dictionaries Happened to Secretaries, 
Sarah Peelle CPS, Apr/27 


Collegiate Secretaries Intemational 


Institute for Educating Secretaries, Jun/Jul/10 


Communication 


Indirect Communication, Jean S. Bowen MA and 
James M Lahiff PhD, Mar/6 

Intercultural Understanding, Yvonne Bogorya PhD, 
FRSA, Feb/12 

Listen and You Shall Hear, George R. Bell, Nov/Dec/ 
8 


Persuasion, Vanessa Dean Arnold, Nov/Dec/16 

“Speaking” the Silent Language, Donald W. Caudill, 
Jan/12 

To Mail or to Transmit? Aug/Sep/8 

What Does A Business Letter Cost? Jun/Jul/7 


“Cafeteria” Plans Gain Popularity, Oct/5 

Compensation Issues and Developments, E. James 
Brennan, Nov/Dec/22 

Money: #1 Motivator for Secretarial Job Changes, 
Mar/5 

1987 Help Wanted Ad Survey, Kay Fusselman, Jan/5 

Secretarial Wages 5.6% Higher in 1987, Aug/Sep/5 

Secretaries: A Profile, Kay Fusselman, Aug/Sep/9 


Convention, PSI, Los. Angeles 


Creating Our Future: 1987 Convention, Feb/30, Mar/ 
26, May/20, Jun/Jul/39 
Fountains of Opportunity, Fran R. Barr, Aug/Sep/21 


Secretaries Center Stage, Aug/Sep/16 
State of the Profession, Adella C. LaRue CPS, Aug/ 
Sep/14 


Education, Training 


Avery Awards $10,000 + in Scholarships to 
Secretaries, Jun/Jul/5 

Computer-Based Training: Barrier to Learning? Aug 
Sep/6 

Education, Training, and Development From the 
Perspective of the Organization, Susie VanHuss 
PhD, Jun/Jul/24 

Externship for Administrative Secretaries/Assistants, 
Anita Richwine, Oct/10 

Getting the Punch In: Bureau of Alcohol, Tobacco, 
and Firearms, Dorothy Talavera, Apr/15 

New Computer-Based Typing Tutorial, Aug/Sep/6 

Office Productivity Institute, Jan/27 

“Professionalism in the Office,” Oct/5 

Secretarial Development: The Other Side of the Coin, 
Stephen McMillen EdD, Jun/Jul/26 

Subaru Says Secretaries Make the Difference, 
Yvonne Reitz, Nov/Dec/7 


Ethics of Free Enterprise, Gerald Cavanagh SJ, Jun/ 
Jul/19 
Fawn Hall . . . What Would You Have Done? Oct/26 


Future Secretaries Association® 


Creating Our Future: 1987 FSA International 
Conference, Jan/24 

FSA Conference Scholarships, Oct/14 

Institute for Educating Secretaries, Jun/Jul/10 

1987 International FSA Confenence, San Juan PR, 
Oct/12 


Combat the AIDS Epidemic, Oct/6 

Fitness Strategies for the Deskbound, Debbie 
McCullough, May/7 

Medical Emergency Training Video, Jun/Jul/5 

VDT Update: Pregnant Users Not at Higher Risk, 
Aug/Sep/5 

VDTs and Radiation Safety, Oct/22 

VDT-User Video Teaches Techniques for More 
Comfort, Aug/Sep/8 

Vision Problems and the Use of Video Display 
Terminals, Jan/15 

You Should Have Control, Gordon Atherley MD, Jun/ 
Jul/22 


Does Makeup Help Or Hinder You? Aug/Sep/8 

Is Management's Perception of the Role of a 
Secretary Changing? Fran Waller PhD, Rebecca 
Markley CPS, Shirley G. Spencer CPS, Sue 
McColl, Jan/20 

Packaging Yourself: Presenting a Successful Image, 
Vera Hilliard, Jun/Jul/21 

Professional Growth: From First Job to Retirement, 
Dorothy Hitt, Oct/8 

“Speaking” the Silent Language, Donald W. Caudill, 
Jan/12 





1987 


Institute for Certifying Secretaries 


See Certified Professional Secretary 


Institute for Educating Secretaries 


See Future Secretaries Assocation, Collegiate 
Secretaries International 


Intemational 


Certified Bilingual Secretary Examination, Feb/11 

Goodwill People-To-People Delegation, Feb/6 

Intercultural Understanding, Yvonne Bogorya PhD, 
FRSA, Feb/12 

2nd Australian Convention for Professional 
Secretaries, Feb/17 

Secretaries in Finland, Feb/7 

7th Congress of Secretaries in Asia, Feb/15 


Borrowing Back From the Japanese, Aug/Sep/8 

Computer Monitoring, Nov/Dec/5 

Employee Involvement Key to Good Work Ethic, Aug 
Sep/7 

Executive Assistance for Traveling International 
Executives, C. Patrick Tharp PhD, Feb/28 

Give Thanks on the Job, Too, Nov/Dec/6 

Hands-On for Execs at INFO 87, Aug/Sep/6 

Management and CPS, Susie VanHuss PhD, Aug 
Sep/20 

“Parental Leave Act” Proposed by Congress, Jun 
Jul/6 

Three Weeks Devoted to Gossip, Oct/5 

Video Look at Sexual Harrassment, Aug/Sep/8 


“| Hate Filing” Contest, Jun/Jul/9 

Letters to the Editor, Jan/29 

Name Calling the Married Woman, May/19 
1987 Index, 7he Secretary, Nov/Dec/29 

Stop Office Fires Before They Start, Nov/Dec/14 
Whose Life Is It? Jun/Jul/5 


Office Automation 


Administrative-Support Personne! Lead in Computer 
Use, Apr/21 

Administrative-Support Personnel Most 
Computerized, Oct/5 

Computer Literacy Course, Nov/Dec/3 

Electronic Copyboards Do the Notetaking, Sara 
Green, Jan/3 

Electronic Mail and Facsimile: Modern-Day 
Messengers, William M. Winsor, Aug/Sep/22 

Electronic Publishing: The Next Great Office 
Revolution, William M. Winsor, Jun/Jul/29 

Electrostatic Discharge, Oct/6 

Etiquette of Electronic Mail, Aug/Sep/24 

Graphics Software Makes Presentations Come Alive, 
William M. Winsor, May/17 

How to Become Confident in Computer-Purchasing 
Decisions, William M. Winsor, Feb/26 

Integrating Office Resources: People and 
Technology, Apr/24; May/5; Jun/Jul/31 

Local Area Networks Connect Personal Computers, 
William M. Winsor, Oct/20 

Participate: Computer Conferencing, Oct/6 

PCs, WPs, DP Common in Small Offices, Oct/5 


the Sooty. bs November/December 1987 
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PSl/Infomart Technology Conference, Nov/Dec/2 

Selecting the Right Software, William M. Winsor, 
Mar/15 

Spreadsheet Software Opens Doors to Office 
Productivity, William M. Winsor, Apr/22 

Technology: Creating and Fulfilling Dreams of 
Aspiring Visually Impaired Secretaries, Sandra Jo 
Fortier CPS, Feb/22 


Office Procedures, Aids ~ 


Document Formats: Are They Computer Compatible? 
Dorinda A. Clippinger EdD, Mar/20 

E.T. Mail Directory, Aug/Sep/25 

“Great 800” Toll-Free Directory, Nov/Dec/5 

New Zip Code Finder, Aug/Sep/7 

Organization Charts: Let Your Computer Do the Hard 
Work, Kenneth L. Hess, Jan/10 

Organize for Efficiency When Purchasing Office 
Supplies, Apr/32 

To Mail or to Transmit? Aug/Sep/8 

12,000 Words, Apr/27 

Working With Displays: A Practical Guide for VOT 
Users, Jan/14 

Yellow Pages by Computer, Aug/Sep/7 


Office Products/Services 


Dvorak Helps Handicapped, Oct/7 

High-Tech “Survival Kit,” Jun/Jul/8 

Keyboard for Hunt-and-Peck Typists, Nov/Dec/6 

Make It a Point to Use Nontoxic Pencils, Jun/Jul/9 

Microcomputer Support for Temps, Jun/Jul/8 

Organize for Efficiency When Purchasing Office 
Supplies, Apr/32 

Participate: Computer Conferencing, Oct/6 

Temps Train on New Kelly System, Jun/Jul/8 

Utilog | Computer Monitor, Nov/Dec/6 


Personal Development 


How to Handle People Who Don’t Like You, Nov/ 
Dec/3 

Importance of Pride in Self and Profession, Craig 
MacFarlane, Jun/Jul/28 

Personal Goal Setting, Patricia E. Mohler and Brian 
H. Kleiner PhD, May/14 


“Speaking” the Silent Language, Donald W. Caudill, 
Jan/12 


Productivity 
Delegating Saves Time, Rella Rizzuti, Oct/28 
Speed Read, Jun/Jul/7 
What Does A Business Letter Cost? Jun/Jul/7 


Professional Development 


Indirect Communication, Jean S. Bowen MA and 
James M Lahiff PhD, Mar/6 

Getting the Punch !n: Bureau of Alcohol, Tobacco, 
and Firearms, Dorothy Talavera, Apr/15 

Knowledge Management: Opportunity for the 
Secretary of the Future, Paul A. Strassmann, Jun 
Jul/14 

Office Politics: Game or War? Yvonne Bogorya PhD, 
FRSA, Mar/10 

Professional Growth: From First Job to Retirement, 
Dorothy Hitt, Oct/8 

“Professionalism in the Office,” Oct/5 

“Speaking” the Silent Language, Donald W. Caudill, 
Jan 12 

Spirit of a Good Office, Sharon Kay Dobbins, Nov 
Dec/10 

Ten Commandments for Successful Secretaries, Juni 
Ju/5 


Professional Secretaries 
Intemational® 


“All Systems Go”: PSI Clear Lake/NASA Area 
Chapter, Apr/13 

At GTE, Secretaries make a Statement, Apr/18 

New PSI Video Available: Secretary/Manager Teams, 
Apr/26 

Secretaries: A Profile, Kay Fusselman, Aug/Sep/9 


Professional Secretaries Week" 


Community Hospitals Indianapolis, Patricia Quinn, 
Apr/6 

1987 Professional Secretaries Week, Apr/2 

VP Bush and ISOTY Strickland, Jun/Jul/6 


Public and World Affairs 


Bicentennial of the U.S. Constitution, May/37 
Literacy, Winifred H. Woodhull, May/37 


“Literacy Line,” Oct/7 


Secretarial Profession 


A Candid Camera: Focus on Secretaries, Violet A. 
Towne PhD, Nov/Dec/11 

College Grads and Back-to-Work Mothers as 
Secretaries, May/12 

Many Successful Women Started as Secretaries, 
Jun/Jul/6 

1987 Help Wanted Ad Survey, Kay Fusselman, Jan/5 

Secretarial Wages 5.6% Higher in 1987, Aug/Sep/5 

Secretaries: A Profile, Kay Fusselman, Aug/Sep/9 

Secretaries have More Administrative and Managerial 
Duties, Aug/Sep/5 

State of the Profession, Adella C. LaRue CPS, Aug/ 
Sep/14 

Where the Secretaries Are, Apr/5 


Secretaries 


Astronaut Bosses and Certified Professional 
Secretary Jessie Gilmore, Vera T. Turner CPS, 
May/24 


“Can Do!” Says LaRue, Shirley Englund, Jun/Jul/10 
Certified Bilingual Secretary Examination, Feb/11 

“Every Day is Secretaries Day With Eldon” 
Sweepstakes, Nov/Dec/5 

Secretary's TV Show for Children Wins Award, Jun/ 
Jul/7 

Unretired Secretaries, Rae Bolnick, Nov/Dec/19 


Secretary on the Spot® 


A Big Mouth, Mar/33; Fair-Haired Girl, Nov/Dec/26; 
Fawn Hall . . . What Would You Have Done?, Oct/ 
26; Instilling Confidence, Jan/28; Loyalty . . . to 
Whom? Jun/Jul/36; Scheduling Woes, May/26; 
The Boss Won't Let Go, Feb/33; The Sound Is Not 
of Music, Aug/Sep/28; To Tell or Not to Tell, Apr/ 
31 


Secretary Speakout® ’87, Atlanta 


A Profession in Motion, Jan/18; Feb/20; Apr/35 

A Profession in Motion: Call for Papers, Mar/22 

Consensus, Jun/Jul/27 

Secretaries View the Office: In the Year 2020, Jun/ 
Juli8 

Why Speakout? Adella C. LaRue CPS, Jun/Jul/13 


Word Watching® 


Word Watching, Sarah Montoya CPS: English as a 
Native Language, Feb/32; If | May Interject, Oct/ 
19; Letters | Should Have Sent, Nov/Dec/24; 
Problems With Pronouns, Apr/28; Reappraisals, 
Aug/Sep/26; Sound and Fury, Jun/Jul/35; Time 
Immemorial, May/22; Value Judgments, Mar/31; 
Verbatim, Jan/16 


Flextime Doubles, Workweek Shortens, Aug/Sep/7 

Homework: Millions Do It! Nov/Dec/5 

“9-to-5” Is Mostly Myth, Now/Dec/6 

Nontraditional Employees Have Foothold in 
Business. Oct/6 


Secretarial Wages 5.6% Higher in 1987, Aug/Sep/5 
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STATEMENT OF OWNERSHIP, MANAGEMENT AND CIRCULATION (Required by 39 U.S.C.3685). 





1. Title of publication: THE SECRETARY. 2. Date of filing: September 23, 1987. 3. Frequency of issue: Monthly except 
July, September, and December. 3A. Number of issues published annually: 9. 3B. Annual subscription price $16. 4. Location 
of known office of publication: 301 East Armour Boulevard, Kansas City, Missouri 64111-1299. 5. Location of headquarters 
or general business offices of the publishers: 301 East Armour Boulevard, Kansas City, Missouri 64111-1299. 6. Names and 
complete addresses of publisher, editor, and managing editor: Publisher: Professional Secretaries International, 301 East 
Armour Boulevard, Kansas City, Missouri 6411 1-1298. Editor and Publications Manager: Shirley S. Englund, 301 East Armour 
Boulevard, Kansas City, Missouri 64111-1299. Managing Editor: None. 7. Owner: Professional Secretaries International, 
301 East Armour Boulevard. Kansas City, Missouri 64111-1299. 8. Known Bondholders, mortgagees, and other security 
holders owning or holding 1 percent or more of total amount of bonds, mortgages, or other securities: None. 9. For completion 
oy nonprofit ni ses authorized to mail at special rates (Section 423.12 DMM): Not applicable. 10. Extent and nature - 
of circulation: Average number of copies each issue during preceding 12 months. A. Total number of copies printed (Net 
Press Run): 51,667. B. Paid circulation — (1) Sales through dealers and carriers, street vendors and counter sales: None; 
(2) Mail subscriptions 46,672. C. Total paid circulation: 46,672. D. Free distribution by mail, carrier or other means, samples, 
complimentary, and other free copies: 4,420. E. Total distribution (Sum of C and D): 51,092. F. Copies not distributed — (1) 
Office use, left over, unaccounted, spoiled after printing: 575; (2) Returns from news agents: None. G. Total (Sum of E, F1 
and 2 — should equal net press run shown in A): 51,667. Actual number of copies of single issue published nearest to filing 
date. A. Total number of copies printed (net press run): 43,000. B. Paid circulation — (1) Sales through dealers and carriers, 
street vendors, and counter sales: None. (2) Mail subscriptions: 40,369. C. Total paid circulation: 40,369. D. Free distribution 
by mail, carrier or other means, samples, complimentary, and other free copies: 990. E. Total distribution (Sum of C and D): 
41,359. F. Copies not distributed — (1) Office use, left over, unaccounted, spoiled after printing: 1,641; (2) Returns from 
news agents: None. G. Total (Sum of E, F1 and F2 — should equal net press run shown in A): 43,000. 11.1 certify that the 
statements made by me above are correct and complete. Professional Secretaries International, Jerome A. Heitman, Ex- 
ecutive Director 
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